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Overview of VACMAN 
The VACMAN (Vaccine Management) system is a vaccine purchasing and distribution database management system. 
It is used by government-funded state and territorial immunization projects. Projects use the VACMAN system to do 
the following:  

• Order Vaccines for Children (VFC), G317, and state-funded vaccines through CDC, by exchanging order data 
with CDC via a Secure Data Network (SDN) connection.  

• CDC personnel review orders for approval. Approved orders automatically obligate grant money for the order. 
After CDC approves an order, it forwards the order to a manufacturer or supplier for packaging and distribution.  

• The manufacturer or supplier ships the orders. The project ensures that an adequate inventory of vaccines is 
available. Your project uses many reports generated through the VACMAN system to track and manage 
inventory.  

• At appropriate times, depots and providers notify projects of their need for vaccines. 

Figure 1 - 1. VACMAN process diagram. 
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VACMAN User Guide 
The VACMAN User Guide provides information about these functions within the VACMAN system: 

• Setting up and customizing your system 

• Working with data 

• Generating reports 

• Maintaining databases 

Support Resources 
• VACMAN internet website contains current system information: http://www.cdc.gov/nip/vacman/ . 

• VACMAN User Guide is on the web site, and is accessible from the VACMAN system Help menu. 

• Vaccine and Contract Information: The VACMAN system and the web site provide current information 
about manufacturer names, commercial vaccine trade names, vaccine types and vial sizes available on 
the contract, CDC contract prices, manufacturers' prices, and contract expiration date. 

• VACMAN Help Desk is available from 8:00 a.m. until 4:30 p.m. (Eastern), Monday through Friday. The 
Help Desk can assist you with exchanging data with CDC, error messages, reports, and other issues. 
Contact the Help Desk: 

• Phone: (404) 639-8303 
• Email: vacman@cdc.gov 
• Fax: (404) 638-5413 or (404) 639-8555 
• Mailing: VACMAN Help Desk, 1600 Clifton Rd., MS E-36, Atlanta GA 30333 

Note: The Help Desk is closed on weekends and federal holidays. 

• VACMAN system Help menu. For more information, see the next page, and Figure 1 - 2. 
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VACMAN Help Menu 
The VACMAN Help menu options direct you to several support resources. To access the Help menu, click 
the Help menu on the VACMAN Management screen menu bar, Figure 1 - 18. 

Figure 1 - 2. VACMAN Help menu options. 
Use this Option … To Perform this Activity … 

User Guide 
Access the VACMAN User Guide on the web site. 
The initial display is the Table of Contents. 

http://www.cdc.gov/nip/vacman/usrgd/v3toc.htm  

What’s New Access the VACMAN newsletter on the web site. 

About VACMAN 

View information about your project’s current 
VACMAN system, and Help Desk contact 
information.  

A sample of this screen is on the next page, Figure 
1 - 3. 

Error Log  

View errors that occurred within your project’s 
VACMAN processing. The system generates a 
message when it encounters an error. The VACMAN 
team can use this log to troubleshoot processing 
errors. Error log files are in your project’s Data 
directory. 

When you send data to CDC, your error messages 
are included in the transmission.  

Review your error log regularly. To improve system 
resources, you can delete all but the last seven 
days of error logs.  

A sample of this screen is on the next page, Figure 
1 - 4. 

 

Transmit Log 

View information about your project’s data 
exchanges with CDC. The system generates a new 
log after each exchange. The VACMAN team can 
use this log to troubleshoot exchange issues. 
Transmit log files are in your project’s Data 
directory. 

Review your transmit log regularly. To improve 
system resources, you can delete all but the last 
seven days of transmit logs.  

A sample of this screen is on the next page, Figure 
1 - 5. 
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Figure 1 - 3. ABOUT screen, accessed via Help menu option, “About VACMAN.” 

 

 

← 
The VACMAN Help Desk is available from 
8:00 a.m. until 4:30 p.m. (Eastern), Monday 
through Friday.  

Contact the Help Desk: 

• Phone: (404) 639-8303 
• Email: vacman@cdc.gov 
• Fax: (404) 638-5413 or (404) 639-
8555 
• Mailing: VACMAN Help Desk 
 1600 Clifton Rd., MS E-36 

 Atlanta GA 30333 

Figure 1 - 4. Error Log screen sample (partial view), accessed via Help menu option, “Error Log.” 

→ 
Error Log: 

The system generates the error log;  
each error has a unique identification 

number.  

Use the toolbar navigation buttons to see 
error logs for different dates and times. 

 

 

Figure 1 - 5. Transmit Log screen sample, accessed via Help menu option, “Transmit Log.” 

→ 
Transmit Log: 

The system generates a transmit log each 
time you exchange data with CDC.  

Use the toolbar navigation buttons to see 
transmit logs for different dates and times. 

 

 

(Name Redacted) 
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User Access and Security 
To open the VACMAN application, login with your user name and password.  

User ID and Password 
Your supervisor provides your user identification (ID) and initial password information.  If this is not 
possible, contact the VACMAN Help Desk.  

Guidelines for User ID, User Name, Passwords 
Field Details Notes 

User ID Up to 8 
characters 

This User ID displays on records created by this person. 

User 
Name 

Up to 30 
characters 

Use the first name and last name. 

Password Up to 8 
characters 

Passwords should be changed often.  

Changing Your Password 
Change your password frequently, to help maintain effective security. Use these instructions to change 
your password. 

Step Action 

1 Access the VACMAN Login screen, either from your Windows Start menu or desktop shortcut. 
Figure 1 - 6. VACMAN Login screen, Change Password function. 
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2 On the VACMAN Login screen, type your user name in the User ID field, and your current 
password in the Password field. Then click the Change Password button. 

Result: The system displays the Change Password screen. 
Figure 1 - 7. VACMAN Change Password screen. 

 

 
Step Action 

3 On the Change Password screen, type
identical. Then click the Save button.

Note: If you decide not to change yo

Result: After click the Save or Exit b
screen. See Figure 1 - 17. 

Logging into VACMAN 
Use these instructions to log into the VACMAN

Step Action 

1 Access the VACMAN Login screen, eit
Figure 1 - 8. VACMAN Login scree

2 On the VACMAN Login screen, type y
the Password field. Then click the Co

• If you type an incorrect User ID, t

• If you type an incorrect password

Note: If you receive either of th

• If you decide not to log in to the V
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Result: If both the User ID and password are valid, after you click the Continue button, the 
system displays the VACMAN At a Glance screen. See Figure 1 - 17. 

Exiting VACMAN 
To exit the VACMAN system, do either of the following on the VACMAN At a Glance screen: 

• On the menu bar, click the Exit menu. 
• Simultaneously press the Alt and X keys on your keyboard. 
 
 
 
 
 
 

Adding a New VACMAN User record 
Note: Only users with VACMAN Security Level 3 can perform this function. 

Step Action 

1 Access the VACMAN Login screen, either from your Windows Start menu or desktop shortcut. 
Figure 1 - 9. VACMAN Login screen, Add function. 
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2 On the VACMAN Login screen, type your user name in the User ID field, and your password in 
the Password field. Then click the Add/Modify Users button. 

Result: The system displays the Add/Modify Users screen and the VACMAN toolbar. 
Figure 1 - 10. Add/Modify Users screen, Add function. 
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Step Action 

3 On the Add/Modify Users screen, click the Add  button on the toolbar. 
Result: The system opens the enterable fields on the Add/Modify Users screen. 

Figure 1 - 11. Add/Modify Users screen, Add function. 

 
4 On the Add/Modify Users screen, do all of the following: 

• In the User Name field, type the new user’s first and last, or full, name.  

• Type the new user’s User ID; minimum of four characters. 

Note: The system displays the User ID when changes are made, vaccine is distributed, and 
on various other VACMAN system screens.  The User ID identifies the user who 
performed each action. 

• To let the system fill the Password Date field, press the Enter or Tab key on your 
keyboard. 

• Select the new user’s Security Level from the drop-down list. The screen describes the 
three levels. 

• Type the Job Title and Email address for the new user. 

• Check each of the Security Options boxes that apply to this new user. 
 Transmit to CDC. For more information, see “Authorizing a User to Transmit” on Page 

13. The VACMAN system allows transmission for up to three users per VACMAN project.   
 Overrides (for excess provider orders). Check this box to allow the user to exceed the 

vaccine allowance for a provider. 
 Setup Profile Percentage Formulas.  This is the state-level, project profile that is 

updated about once a year on the Setup tab – Enrollment screen. Check this box to allow 
this user to update the project percentage formulas.  
Note: This is not individual providers’ profiles that are updated on the Data tab - 

Enrollment screen.  
 Start another Add right after the last field. Check this box to allow this user to “auto-

add.” If this box is checked, the system automatically advances to a Create (New Order) 
screen after exiting the Notes field and saving the current record.  

Note: All users can change their own passwords. 

5 To save the new user record, click the Save  button on the VACMAN toolbar. 
Result: The system closes the fields and displays the new user record you created. 

6 To close the Add/Modify Users screen, click its Close  button. 
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Editing a VACMAN User record 
Note: Only users with VACMAN Security Level 3 can perform this function. 

Step Action 

1 Access the VACMAN Login screen, either from your Windows Start menu or desktop shortcut. 
Figure 1 - 12. VACMAN Login screen, Edit function. 

2 On the VACMAN Login screen, type your u
the Password field. Then click the Add/Mo
Result: The system displays the Add/Modify U

3 Use the Navigation  button
to select the user record you need to edit.
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Step Action 

4 Ensure that the system is displaying the correct record on the Add/Modify Users screen. Then 
click the Edit  button. 

Result: The system opens the enterable fields on the Add/Modify Users screen and displays the 
VACMAN toolbar. 

Figure 1 - 13. Add/Modify Users screen, Edit function. 

 
5 Make the applicable changes to the record.  Typical changes are the user’s job title, security 

level, and security options. If the user is to Exchange data with CDC, check the Transmit to 
the CDC box. 

6 To save the record, click the Save  button on the VACMAN toolbar. 
Result: The system closes the fields and displays the changes you made. 

7 To close the Add/Modify Users screen, click its Close  button. 
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Authorizing a User to Transmit 
The VACMAN system accommodates transmissions for up to three users per VACMAN project. Users who 
are authorized to Transmit to the CDC must personally complete two additional fields on the 
Add/Modify Users screen – Digital Certificate Name and Challenge Phrase. The VACMAN team 
recommends that users record their SDN access information on the Add/Modify Users screen; it’s a good 
source for a forgotten challenge phrase.  

Prerequisites 
• Only users who have received their Secure Data Network (SDN) certification, which provides a valid 

digital certificate name and challenge phrase, can perform this function.  For more information, see 
“SDN Enrollment,” Appendix C. 

• On the Add/Modify Users screen, the Security Option Transmit to the CDC box must be checked. For 
more information, see the previous topic, “Editing a VACMAN User Record,” and the checkbox in 
Figure 1 - 13. 

Step Action 

1 Access the VACMAN Login screen, either from your Windows Start menu or desktop shortcut. 
Figure 1 - 14. VACMAN Login screen, Authorize Transmit function. 

  
2 On the VACMAN Login screen, type your user name in the User ID field, and your password in 

the Password field. Then click the Add/Modify Users button. 
Result: The system displays the Add/Modify Users screen and the VACMAN toolbar.  
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Step Action 

3 Ensure that the system is displaying your record on the Add/Modify Users screen. Then click 
the Edit  button. 

Result: The system opens the enterable fields on the Add/Modify Users screen and displays the 
VACMAN toolbar. 

Figure 1 - 15. Add/Modify Users screen, Authorizing Transmit function. 

 
4 Tab to the Digital Certificate Name field, and type the name that is on your SDN certification.   

Tab to the Challenge Phrase field, and type your challenge phrase. You created your 
challenge phrase when you obtained your SDN certificate. If you subsequently forget your 
challenge phrase, look it up in this field. 

5 To save the record, click the Save  button on the VACMAN toolbar. 
Result: The system closes the fields and displays the changes you made. 

6 To close the Add/Modify Users screen, click its Close  button. 
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Deleting a VACMAN User record 
Note: Only users with VACMAN Security Level 3 can perform this function. 

Step Action 

1 Access the VACMAN Login screen, either from your Windows Start menu or desktop shortcut. 
Figure 1 - 16. VACMAN Login screen, Delete function. 

2 On the VACMAN Login screen, type your us
the Password field. Then click the Add/Mod
Result: The system displays the Add/Modify Us

3 Use the Navigation  buttons
to select the user record that you need to d

4 Ensure that the system is displaying the cor
mark this user record for deletion. 

Click the YES button to confirm that you need to
Result: "Deleted record" appears in red text at 
been marked for deletion.  
Notes:  
• The system does not remove the record until y

Database Tables” in Chapter 6, Utilities. 
• To retrieve a deleted record that has not been 

1. Access the record as described above

2. When the system displays the correct
button. 

5 To close the Add/Modify Users screen, clic
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VACMAN At a Glance screen 
You can access all VACMAN functions from the Vaccine Management  screen menu bar, and from the 
VACMAN at a Glance  screen. The system initially displays the Data tab. 

Figure 1 - 17. The Vaccine Management screen and VACMAN At a Glance Data tab. 

 
When you log in to the system, the VACMAN at a Glance screen opens within the Vaccine Management screen. 
Buttons in the upper right corner of the screen, indicated above with an arrow, provide the following standard 
functions: 

• Click the minus  button to minimize a screen. The system docks multiple minimized screens to the side. 

• Click the double square  button to restore a minimized a screen.   

• Click the close window  button to close a screen. On the VACMAN Management screen, you can open closed 
screens by clicking the Data menu, and then clicking the applicable option. 
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Using the VACMAN Menu bar 
The Vaccine Management screen displays a menu bar that offers Help options, and provides a way to Exit the 
VACMAN system. In addition, each of the menus exactly mirror the corresponding VACMAN At a Glance tabs. 

Figure 1 - 18. Vaccine Management screen menu bar. 

 
 

Figure 1 - 19. Vaccine Management screen Data 
menu. 
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Using the VACMAN Toolbar 
When you access a screen that allows entry or navigation among records, the system displays the 
VACMAN toolbar on the Vaccine Management screen. You can drag the toolbar to any convenient spot on 
the Vaccine Management screen.  

Figure 1 - 20. The VACMAN toolbar. 

 

VACMAN Toolbar Details 
Refer to the VACMAN toolbar (above). The functions below are listed in left to right order.  

Icon  Name Functionality 

 First Go to the first record (*) 

 Previous Go to the previous record 

 Next Go to the next record 

 Last Go to the last record  (*) 

 Browse Browse all records and select the one you want. 

 Print Print records 

 Add Add a new record 

 Edit Edit the current record 

 Delete Mark the current record to be deleted 

 Search Search for a specific record by using a search key word 

 Filter Filter all or specific records for viewing 

 Close Close the current screen 

 Save Save the current record 

 Undo Undo the last command (Revert) 

All of the buttons on the toolbar are not always available, because functions change within the context 
of your current activity. Disabled buttons are either “grayed” or replaced with other buttons.  

Example: When you click the Add  button, the Save  button replaces the Delete  button. 

(*) First and Last Record messages: the following messages display when you reach the first and last 
records. 

Button Label Function When you reach the: This message displays: 

 First Go to the  
First Record 

First record 

 

 Last Go to the  
Last Record 

Last record 
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Keyboard Shortcuts 
Keyboard shortcuts are key stroke combinations that allow you to perform functions, instead of using the mouse to 
select a function from a menu.  Like the buttons on the toolbar, keyboard shortcuts that are available change within the 
context of the current screen. Only shortcuts for functions that are appropriate for your current activity are available.  
Note: Unless otherwise noted, all keyboard combinations require that you press and hold the Ctrl or Alt 

key, then simultaneously press an additional key. 
The following table lists each keyboard shortcut combination and its functionality. 

Keyboard Shortcuts 

Keyboard Combinations Functionality 

ALT+A Opens the Doses Admin screen 

ALT+B Opens the Browse screen 

ALT+C Opens the Vaccine Shortcuts screen 

ALT+D Opens the Distribution screen 

ALT+E Opens the Enrollment screen 

ALT+F Opens the Filter selection menu 

ALT+H Opens the Help drop-down menu 

ALT+I Opens the Provider Inventory screen 

ALT+K Opens the Back Orders screen 

ALT+M Opens the Provider Memo screen 

ALT+O Opens the Bulk Orders screen 

ALT+P Opens the Providers screen 

ALT+R Opens the Reports drop-down menu 

ALT+S Opens the Setup drop-down menu 

ALT+T Opens the Transactions screen 

ALT+U Opens the Utilities drop-down menu 

ALT+V Opens the Varicella Orders screen 

ALT+W Opens the Allowance screen 

ALT+X  Exits VACMAN 

Esc (Escape key) Exits an open screen 

CTRL+S Opens the Search screen 

CTRL+Page Down Move to the next tab  

CTRL+Page Up Move to the previous tab 

CTRL+Up Arrow Scroll to the first record 

CTRL+Down Arrow  Scroll to the last record 

CTRL+Left Arrow Scroll to the previous record 

CTRL+Right Arrow Scroll to the next record 

CTRL+Insert Add a new record 

CTRL+Delete Either delete a record or revert to original 
state 

CTRL+End Either edit or save 
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Keyboard and Mouse Techniques 

Notes:  
• The VACMAN system validates your entries in many fields. In most cases, the system validates on a 

field-by-field basis. For best results, always advance through fields with the keyboard Tab or Enter 
key, rather than using the mouse.  

• Make sure that you exit the last field in which you make an entry, before you Save the record. 
Otherwise the system might not save that entry. 

You can use either the mouse or the keyboard to perform many functions.  

Example 1: You want to retrieve a specific provider’s record, by using the keyboard instead of the 
mouse. 

Keyboard Shortcuts for Search Function 

Step Keyboard Combinations Result 

1 ALT+P Opens the Enroll Provider screen. 

2 CTRL+S Opens the Search screen. 

3 Press Enter A list of Search Options displays.  

4 Arrow down (�) to the 
Search option you 
want to use and press 
Enter. 

The Search text field is ready for you to enter your search 
information. Enter your search information. 

5 ALT+T Start Search from the Top of the List. 

6 ALT+B Start Search from the Bottom of the List. 

7 ALT+X Selects the desired record. 

8 Press <Escape> Exit the Search screen, leaving the current record displayed. 

 

Example 2: You want to view/edit the other page (tab) on the Enroll Provider screen, using the 
keyboard instead of the mouse.. 

Keyboard Shortcuts for Moving Between Tabs 

Keyboard Combinations Result 

Perform Steps 1-7 in Example 1. 

CTRL+Page Down Opens the Providers Addresses Tab  

CTRL+Page Up Returns to the Providers Main Tab 

Example 3: You want to add (Enroll) a new provider, by using the keyboard instead of the mouse. 

Keyboard Shortcuts for Enrolling a New Provider 

Keyboard Combinations Result 

ALT+P Opens the Enroll Provider screen. 

CTRL+Insert Opens a blank Enroll Provider screen. Add the information. 

CTRL+End Saves the new provider information.  

 
 

20 



VACMAN 3 User Guide 
Chapter 1 – Getting Started 

 
 
 

Computer Specifications  
The VACMAN 3.x system uses Visual FoxPro® 7.0 and can run on any 32-bit Microsoft® Screens operating system 
except Screens Millennium Edition (ME). It can be set up for multiple users on a local area network (LAN). 

Workstation Requirements 
Operating System Minimum Requirement VACMAN Team Recommendation 
System Windows® NT 4.0 with SP6,  

Windows 2000 with SP3, 
or Windows XP 

Windows 2000 with SP3, 
or later 

Memory 128 Mbytes  512 Mbytes or greater 
CPU Pentium® class, 200 MHz or faster Pentium III or later, 1.9 GHz or 

faster 
Video Minimum Requirement VACMAN Team Recommendation 
Color 256K colors or better 
Screen resolution 800 x 600  1024 x 768 
Monitor 17” or larger 
Hard Drive Space Minimum Requirement VACMAN Team Recommendation 
Stand alone application: 
 Data Space 
 Program Directory 

 
1 Gigabytes  
15 Megabytes 

40 Gigabytes 

Network application: 
 Data Space 
 Program Directory 

 
1 Gigabytes 

15 Megabytes (each workstation) 
Devices Minimum Requirement VACMAN Team Recommendation 
CD-ROM Drive Required for installation 
Input devices Keyboard, and mouse or other pointing device 
Output Devices Windows-compliant, pre-configured printer 
Interfaces Minimum Requirement VACMAN Team Recommendation 
E-mail Required for Exchange with CDC  

(CDC confirms transmission via email) 
Internet, via Secure  
Data Network (SDN) 

Required for Exchange with CDC; 
Internet Explorer® 5.0 or later 

Required for Exchange with CDC;  
Internet Explorer 6.0 or later 

For more information, 
see Appendix C,  
“SDN Enrollment.” 

Netscape Users: 
• For Netscape® version 6.0 and up, you also must install Sun Java JRE 

version 1.3.1. If your project runs Sun JRE, ensure that the Sun JAVA 
plug-in also has been installed. To install, refer to the following link:  
www.java.com/en/download/manual.jsp

• For Netscape version 4.7 and below, you may need to specifically 
request an installation capable of this level of encryption.   

Computer Specifications continued on next page 
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Computer Specifications (continued) 

Network Requirements 
Network Requirement  

Netware Novell® or Windows. Each workstation must: 
• Have read/write access to data files 
• Be mapped to the same data directory 

FoxPro 
Interoperability 

During installation, the VACMAN system installs a configuration file, 
config.fpw, in its root directory.  
If any other FoxPro-based programs exist at a workstation, they must have their 
own, unique config.fpw files in their own root directories. 

Sun JAVA® runtime 
environment (JRE) 

If your project runs Sun JRE, ensure that the Sun JAVA plug-in also has been 
installed. To install, refer to the following link:  
www.java.com/en/download/manual.jsp  

 Note: The VACMAN User Guide requires Adobe Acrobat® to view and print. 
*** 
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